NEW EMPLOYEE ORIENTATION CHECKLIST 


YES 

N/A 


YES 

N/A 


□ 

□ 

Offer Letter 

□ 

□ 

Locker/Lock Issued 

□ 

□ 

New Employee Paperwork 

□ 

□ 

Uniforms Issued 

□ 

□ 

Finger Scan/Web Log In Assigned 

□ 

□ 

Tools Issued 

□ 

□ 

Orientation/Training Date Set 

□ 

□ 

Phone Issued 

□ 

□ 

Fob issued 

□ 

□ 

CC Issued 

□ 

□ 

Work station set up 

□ 

□ 

Tablet Issued 

□ 

□ 

Printer set up 

□ 

□ 

GPS Issued 

□ 

□ 

Email set up 

□ 

□ 

PPE Issued 

□ 

□ 

IDB Log in issued 

□ 

□ 

Keys Issued 

□ 

□ 

Passwords issued 

□ 

□ 

Door Code Issued 

□ 

□ 

Spark set up 





Comments: 


EMPLOYEE EXIT CHECKLIST 


YES 

N/A RETURN OF PROPERTY 

YES 

N/A 


□ 

□ 

Key Fob 

□ 

□ 

Disengage key fob 

□ 

□ 

Tools required for position 

□ 

□ 

Disengage door code 

□ 

□ 

PPE 

□ 

□ 

Change passwords 

□ 

□ 

GPS/Peripherals 

□ 

□ 

Disengage email 

□ 

□ 

Tablet/Peripherals 

□ 

□ 

Empty Locker/Return Lock 

□ 

□ 

Cell phone/Peripherals 

□ 

□ 

Remove from payroll 

□ 

□ 

CC 

□ 

□ 

Disengage alarm code 




□ 

□ 

Disengage Spark/IDB 




□ 

□ 

Inactive in SMT & VOD 


Comments: 




EMPLOYEE PROFILE 


Employee Name: 
Position/Title: 

Date of Hire 
Compensation Type: 
Rate of Pay: 
Employment Status: 
Schedule: 


/ / 

|~1 -Hourly □ -Salary □ -Commission 
$ 

I I -Full-Time Q -Part-Time/Seasonal O -Temp 


For the Record: 

I | Application 
I I Resume 

Skill Set Checklist (Bench Technician & eBay Sales Positions) 

□ Employee Handbook Acknowledgement Form 
I I Emergency Contact Information 

I I Labor Law Section 195( 1) 

□ W-4 

□ IT-2104 

I | 1-9 Verified Documents (to be secured in a separate file) 

I | Background Verification Disclosure with Credit 
I | Conflict of Interest and Confidentiality Agreement 
I | Memo- Maven Time Reporting and Overtime Policies Agreement 
I | Memo- Theft of Company Property 
I | Memo- Building Security 

□ Memo- Employee Locker Room Assignment 
I | Memo - General Expectations Policy 

I | Memo - Electronics Policy 
I I Memo - Attendance Policy 
I | Memo - Harassment Policy 
I | Direct Deposit Request 
I | Job Description 

□ Orientation/Safety Training - Dates completed 
I | Property Acknowledgement 

□ 

Other Actions/Documentation/Updates: (including Personal Time-Off Requests & Reviews) 

□ _ 

□ _ 

□ _ 

□ _ ; _ 

□ _ 

□ _ 

□ _ 














Other Actions/Documentation/Updates: (including Personal Time-Off Requests & Reviews) continued 

□ 

□ " 

□ 

□ 

□ 

□ “ 

□ 

□ 

□ 

□ 

□ 

□ - 

□ 

□ 

□ 

□ 

□ 

□ 

□ z^^m^^iz^zz^zziz^^zz^z^z 

□ 

□ ■— r — - 

□ 

□ 

□ 

□ 

□ 


Employee: I have been informed about each of the topics listed above and have had all of my 
questions answered to my satisfaction at this time. 

Signature:_Name (print):_ 

Title:_Date:_ 

HR Manager/Supervisor: I have informed the new employee about each of the topics listed 
above and have answered all questions asked to the best of my ability at this time. 

Signature:_Name (print):_ 

Title:_ Date: 






































EMPLOYEE GENERAL INFORMATION 


Employee 

Employee Name: 
Date of Hire: 
Phone Number(s): 

Address: 


(H). 

(C). 


Medical Allergies?: 


Emergency Contact Info 

Primary Contact: _ 

Relationship: _ 

Phone Number(s): (C)_ 

(H)_ 

(W). 

Address: 


Secondary Contact: _ 

Relationship: _ 

Phone Number(s): (C)_ 

(H)_ 

(W). 


Address: 



























Employment Eligibility Verification 

Department of Homeland Security 

U.S. Citizenship and Immigration Services 


USCIS 
Form 1-9 

OMBNo. 1615-0047 
Expires 08/31/2019 


► START HERE: Read Instructions carefully before completing this form. The instructions must be available, either in paper or electronically, 
during completion of this form. Employers are liable for errors in the completion of this form. 


ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which 
document(s) an employee may present to establish employment authorization and identity. The refusal to hire or continue to employ 
an individual because the documentation presented has a future expiration date may also constitute illegal discrimination. 


Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form 1-9 no later 
than the first day of employment, but not before accepting a job offer.) 


Last Name (Family Name) 


First Name (Given Name) 


Middle Initial 


Other Last Names Used (if any) 


Address (Street Number and Name) 


Apt. Number 


City or Town 


State 


ZIP Code 


Date of Birth (mm/dd/yyyy) 

U.S. Social Security Number 

Employee's E-mail Address 

Employee's Telephone Number 





- 



- 








I am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in 
connection with the completion of this form. 

I attest, under penalty of perjury, that I am (check one of the following boxes): 


□ 1. A citizen of the United States 


] 2. A noncitizen national of the United States (See instructions) 


□ 3. A lawful permanent resident (Alien Registration Number/USCIS Number): 


]] 4. An alien authorized to work until (expiration date, if applicable, mm/dd/yyyy): 

Some aliens may write "N/A" in the expiration date field. (See instructions) 

Aliens authorized to work must provide only one of the following document numbers to complete Form 1-9: 

An Alien Registration NumberAJSCIS Number OR Form 1-94 Admission Number OR Foreign Passport Number. 

1. Alien Registration Number/USCIS Number: 

OR 

2. Form 1-94 Admission Number: 

OR 

3. Foreign Passport Number: _ 

Country of Issuance: 



Signature of Employee 


Today's Date (mm/dd/yyyy) 


Preparer and/or Translator Certification (check one): 

□ I did not use a preparer or translator. □ A preparer(s) and/or translator(s) assisted the employee in completing Section 1. 

(Fields below must be completed and signed when preparers and/or translators assist an employee in completing Section 1.) 


I attest, under penalty of perjury, that I have assisted in the completion of Section 1 of this form and that to the best of my 

knowledge the information is true and correct. 


Signature of Preparer or Translator 

Today's Date (mm/dd/yyyy) 

Last Name (Family Name) 

First Name (Given Name) 

Address (Street Number and Name) 

City or Town 

State 

ZIP Code 


Employer Completes Next Page 
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Employment Eligibility Verification 

Department of Homeland Security 

U.S. Citizenship and Immigration Services 


USCIS 
Form 1-9 

OMBNo. 1615-0047 
Expires 08/31/2019 


Section 2. Employer or Authorized Representative Review and Verification 

(Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee's first day of employment. You 
must physically examine one document from List A OR a combination of one document from List B and one document from List C as listed on the "Lists 
of Acceptable Documents") 


Employee Info from Section 1 


Last Name (Family Name) 


First Name (Given Name) 


M.l. 


Citizenship/Immigration Status 


List A OR 

Identity and Employment Authorization 


List B 
Identity 


AND 


Document Title 

Issuing Authority 

Document Number 

Expiration Date (if any)(mm/dd/yyyy) 

Document Title 

Issuing Authority 

Document Number 

Expiration Date (if any)(mm/dd/yyyy) 

Document Title 

Issuing Authority 

Document Number 

Expiration Date (if any)(mm/dd/yyyy) 


List C 

Employment Authorization 


Document Title 


Document Title 


Issuing Authority 


Issuing Authority 


Document Number 


Document Number 


Expiration Date (if any)(mm/dd/yyyy) 


Expiration Date (if any)(mm/dd/yyyy) 




Certification: I attest, under penalty of perjury, that (1) I have examined the document(s) presented by the above-named employee, 
(2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the 
employee is authorized to work in the United States. 


The employee's first day of employment (mm/dd/yyyy): 


(See instructions for exemptions) 


Signature of Employer or Authorized Representative 

Today's Date (mm/dd/yyyy) 

Title of Employer or Authorized Representative 

Last Name of Employer or Authorized Representative 

First Name of Employer or Authorized Representative 

Employer’s Business or Organization Name 

Employer's Business or Organization Address (Street Number and Name) 

City or Town 

State 

ZIP Code 


Section 3. Reverification and Rehires (To be completed and signed by employer or authorized representative.) 


A. New Name (if applicable) 


B. Date of Rehire (if applicable) 


Last Name (Family Name) 


First Name (Given Name) 


Middle Initial 


Date (mm/dd/yyyy) 


C. If the employee's previous grant of employment authorization has expired, provide the information for the document or receipt that establishes 

continuing employment authorization in the space provided below. 


Document Title 


Document Number 


Expiration Date (if any) (mm/dd/yyyy) 


I attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if 
the employee presented document(s), the document(s) I have examined appear to be genuine and to relate to the individual. 

Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) Name of Employer or Authorized Representative 
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LISTS OF ACCEPTABLE DOCUMENTS 
All documents must be UNEXPIRED 


Employees may present one selection from List A 
or a combination of one selection from List B and one selection from List C. 


LIST A 


□STB 


LIST C 


Documents that Establish 
Both Identity and 
Employment Authorization 


Documents that Establish 
Identity 


AND 


Documents that Establish 
Employment Authorization 


1 . 


2 . 


3. 


4. 


5. 


6 . 


U.S. Passport or U.S. Passport Card 

Permanent Resident Card or Alien 
Registration Receipt Card (Form 1-551) 


Foreign passport that contains a 
temporary 1-551 stamp or temporary 
1-551 printed notation on a machine- 
readable immigrant visa 


Employment Authorization Document 
that contains a photograph (Form 
1-766) 


For a nonimmigrant alien authorized 
to work for a specific employer 
because of his or her status: 

a. Foreign passport; and 

b. Form 1-94 or Form I-94A that has 
the following: 

(1) The same name as the passport; 
and 

(2) An endorsement of the alien's 
nonimmigrant status as long as 
that period of endorsement has 
not yet expired and the 
proposed employment is not in 
conflict with any restrictions or 
limitations identified on the form. 


Passport from the Federated States of 
Micronesia (FSM) or the Republic of 
the Marshall Islands (RMI) with Form 
1-94 or Form I-94A indicating 
nonimmigrant admission under the 
Compact of Free Association Between 
the United States and the FSM or RMI 



Driver's license or ID card issued by a 
State or outlying possession of the 
United States provided it contains a 
photograph or information such as 
name, date of birth, gender, height, eye 
color, and address 


1. A Social Security Account Number 
card, unless the card includes one of 
the following restrictions: 

(1) NOT VALID FOR EMPLOYMENT 

(2) VALID FOR WORK ONLY WITH 
INS AUTHORIZATION 



2. ID card issued by federal, state or local 
government agencies or entities, 
provided it contains a photograph or 
information such as name, date of birth, 
gender, height, eye color, and address 

3. School ID card with a photograph 

4. Voter's registration card 

5. U.S. Military card or draft record 


6. Military dependent's ID card 

7. U.S. Coast Guard Merchant Mariner 
Card 

8. Native American tribal document 

9. Driver's license issued by a Canadian 
government authority 


For persons under age 18 who are 
unable to present a document 
listed above: 


2 . 


3. 


4. 


5. 


6 . 


7. 


(3) VALID FOR WORK ONLY WITH 
DHS AUTHORIZATION 

Certification of report of birth issued 
by the Department of State (Forms 
DS-1350, FS-545, FS-240) 

Original or certified copy of birth 
certificate issued by a State, 
county, municipal authority, or 
territory of the United States 
bearing an official seal 

Native American tribal document 


U.S. Citizen ID Card (Form 1-197) 


Identification Card for Use of 
Resident Citizen in the United 
States (Form 1-179) 


Employment authorization 
document issued by the 
Department of Homeland Security 


10. School record or report card 

11. Clinic, doctor, or hospital record 

12. Day-care or nursery school record 


Examples of many of these documents appear in Part 13 of the Handbook for Employers (M-274). 
Refer to the instructions for more information about acceptable receipts. 
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Form W-4 (2017) 

Purpose. Complete Form W-4 so that your 
employer can withhold the correct federal income 
tax from your pay. Consider completing a new Form 
W-4 each year and when your personal or financial 
situation changes. 

Exemption from withholding. If you are exempt, 
complete only lines 1,2, 3, 4, and 7 and sign the 
form to validate it. Your exemption for 2017 expires 
February 15, 2018. See Pub. 505, Tax Withholding 
and Estimated Tax. 

Note: If another person can claim you as a dependent 
on his or her tax return, you can’t claim exemption 
from withholding if your total income exceeds $1,050 
and includes more than $350 of unearned income (for 
example, interest and dividends). 

Exceptions. An employee may be able to claim 
exemption from withholding even if the employee is 
a dependent, if the employee: 

• Is age 65 or older, 

• Is blind, or 

• Will claim adjustments to income; tax credits; or 
itemized deductions, on his or her tax return. 


The exceptions don’t apply to supplemental wages 
greater than $1,000,000. 

Basic instructions. If you aren’t exempt, complete 
the Personal Allowances Worksheet below. The 
worksheets on page 2 further adjust your 
withholding allowances based on itemized 
deductions, certain credits, adjustments to income, 
or two-eamers/multiple jobs situations. 

Complete all worksheets that apply. However, you 
may claim fewer (or zero) allowances. For regular 
wages, withholding must be based on allowances 
you claimed and may not be a flat amount or 
percentage of wages. 

Head of household. Generally, you can claim head 
of household filing status on your tax return only if 
you are unmarried and pay more than 50% of the 
costs of keeping up a home for yourself and your 
dependent(s) or other qualifying individuals. See 
Pub. 501, Exemptions, Standard Deduction, and 
Filing Information, for information. 

Tax credits. You can take projected tax credits into 
account in figuring your allowable number of 
withholding allowances. Credits for child or dependent 
care expenses and the child tax credit may be claimed 
using the Personal Allowances Worksheet below. 
See Pub. 505 for information on converting your other 
credits into withholding allowances. 


Nonwage income. If you have a large amount of 
nonwage income, such as interest or dividends, 
consider making estimated tax payments using Form 
1040-ES, Estimated Tax for Individuals. Otherwise, 
you may owe additional tax. If you have pension or 
annuity income, see Pub. 505 to find out if you should 
adjust your withholding on Form W-4 or W-4P. 

Two earners or multiple jobs. If you have a 
working spouse or more than one job, figure the 
total number of allowances you are entitled to claim 
on all jobs using worksheets from only one Form 
W-4. Your withholding usually will be most accurate 
when all allowances are claimed on the Form W-4 
for the highest paying job and zero allowances are 
claimed on the others. See Pub. 505 for details. 

Nonresident alien. If you are a nonresident alien, see 
Notice 1392, Supplemental Form W-4 Instructions for 
Nonresident Aliens, before completing this form. 

Check your withholding. After your Form W-4 takes 
effect, use Pub. 505 to see how the amount you are 
having withheld compares to your projected total tax 
for 2017. See Pub. 505, especially if your earnings 
exceed $130,000 (Single) or $180,000 (Married). 

Future developments. Information about any future 
developments affecting Form W-4 (such as 
legislation enacted after we release it) will be posted 
at www.irs.gov/w4. 


Personal Allowances Worksheet (Keep for your records.) 


A Enter “1 ” for yourself if no one else can claim you as a dependent 


A 


B 

C 

D 

E 

F 

G 


{ • You’re single and have only one job; or 

• You’re married, have only one job, and your spouse doesn’t work; or ... 

• Your wages from a second job or your spouse’s wages (or the total of both) are $1,500 or less. - 
Enter “1” for your spouse. But, you may choose to enter “-0-” if you are married and have either a working spouse or more 

than one job. (Entering “-0-” may help you avoid having too little tax withheld.). 

Enter number of dependents (other than your spouse or yourself) you will claim on your tax return. 

Enter “1 ” if you will file as head of household on your tax return (see conditions under Head of household above) . . 
Enter “1 ” if you have at least $2,000 of child or dependent care expenses for which you plan to claim a credit . . . 
(Note: Do not include child support payments. See Pub. 503, Child and Dependent Care Expenses, for details.) 

Child Tax Credit (including additional child tax credit). See Pub. 972, Child Tax Credit, for more information. 

• If your total income will be less than $70,000 ($100,000 if married), enter “2” for each eligible child; then less “1” if you 
have two to four eligible children or less “2” if you have five or more eligible children. 


B 


C 

D 

E 

F 


• If your total income will be between $70,000 and $84,000 ($100,000 and $119,000 if married), enter “1” for each eligible child. G 
H Add lines A through G and enter total here. (Note: This may be different from the number of exemptions you claim on your tax return.) ► H 


For accuracy, 

complete all 
worksheets 
that apply. 


• If you plan to itemize or claim adjustments to income and want to reduce your withholding, see the Deductions 
and Adjustments Worksheet on page 2. 

• If you are single and have more than one job or are married and you and your spouse both work and the combined 
earnings from all jobs exceed $50,000 ($20,000 if married), see the Two-Earners/Multiple Jobs Worksheet on page 2 
to avoid having too little tax withheld. 

• If neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below. 


Separate here and give Form W-4 to your employer. Keep the top part for your records. 


„ W-4 

Department of the Treasury 
Internal Revenue Service 

Employee’s Withholding Allowance Certificate 

► Whether you are entitled to claim a certain number of allowances or exemption from withholding is 
subject to review by the IRS. Your employer may be required to send a copy of this form to the IRS. 

OMB No. 1545-0074 

2017 

1 

Your first name and middle initial 

Last name 

2 Your social security number 

Home address (number and street or rural route) 

3 EH Single EH Married EH Married, but withhold at higher Single rate. 

Note: If married, but legally separated, or spouse is a nonresident alien, check the “Single” box. 

City or town, state, and ZIP code 

4 If your last name differs from that shown on your social security card, 
check here. You must call 1-800-772-1213 for a replacement card. ► El 

5 

Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2) 

5 


6 

Additional amount, if any, you want withheld from each paycheck. 


6 

$ 

7 

1 claim exemption from withholding for 2017, and 1 certify that 1 meet both of the following conditions for exemption. 

• Last year 1 had a right to a refund of all federal income tax withheld because 1 had no tax liability, and 

• This year 1 expect a refund of all federal income tax withheld because 1 expect to have no tax liability. 



If you meet both conditions, write “Exempt” here. 

.► 

7 


Under penalties of perjury, I declare that I have examined this certificate and, to the best of my knowledge and belief, it is true, correct, and complete. 


Employee’s signature 

(This form is not valid unless you sign it.) ► _ 

8 Employer’s name and address (Employer: Complete lines 8 and 10 only if sending to the IRS.) 


9 Office code (optional) 


Date ► 

10 Employer identification number (EIN) 


For Privacy Act and Paperwork Reduction Act Notice, see page 2. 


Cat. No. 10220Q 


Form W-4 (2017) 














































NEW 

YORK 


Department of Taxation and Finance 


_state Employee’s Withholding Allowance Certificate 

2018S^ New York State • New York City • Yonkers 


IT-2104 


First name and middle initial 

Last name 


Your social security number 

Permanent home address (number and street or rural route) 


Apartment number 

Single or Head of household EE Married EE 
Married, but withhold at higher single rate EE 

Note: If married but legally separated, mark an X in 
the Single or Head of household box. 

City, village, or post office 

State 

ZIP code 


Are you a resident of New York City?.Yes □ No E 

Are you a resident of Yonkers?.Yes □ No O 

Complete the worksheet on page 3 before making any entries. 

1 Total number of allowances you are claiming for New York State and Yonkers, if applicable (from line 18) 

2 Total number of allowances for New York City (from line 29) . 


Use lines 3, 4, and 5 below to have additional withholding per pay period under special agreement with your employer. 

3 New York State amount . 

4 New York City amount. 

5 Yonkers amount. 


I certify that I am entitled to the number of withholding allowances claimed on this certificate. 


Employee’s signature 


Date 


Penalty - A penalty of $500 may be imposed for any false statement you make that decreases the amount of money you have withheld 
from your wages. You may also be subject to criminal penalties. 


Employee: detach this page and give it to your employer; keep a copy for your records. 


Employer: Keep this certificate with your records. 

Mark an X in box A and/or box B to indicate why you are sending a copy of this form to New York State (see instructions): 
A Employee claimed more than 14 exemption allowances for NYS . A EH 

B Employee is a new hire or a rehire... B EH First date employee performed services for pay (mm-dd-yyyy) (see instr.): 1 

Are dependent health insurance benefits available for this employee? .Yes EH No EH 

If Yes, enter the date the employee qualifies (mm-dd-yyyy): 1 I 


Employer’s name and address (Employer: complete this section only if you are sending a copy of this form to the NYS Tax Department.) 


Employer identification number 


Instructions 


Changes effective for 2018 

Form IT-2104 has been revised for tax year 2018. The worksheet on 
page 3 and the charts beginning on page 4, used to compute withholding 
allowances or to enter an additional dollar amount on line(s) 3, 4, or 5, 
have been revised. If you previously filed a Form IT-2104 and used the 
worksheet or charts, you should complete a new 2018 Form IT-2104 and 
give it to your employer. 

Who should file this form 

This certificate, Form IT-2104, is completed by an employee and given 
to the employer to instruct the employer how much New York State (and 
New York City and Yonkers) tax to withhold from the employee’s pay. The 
more allowances claimed, the lower the amount of tax withheld. 

If you do not file Form IT-2104, your employer may use the same number 
of allowances you claimed on federal Form W-4. Due to differences in 
tax law, this may result in the wrong amount of tax withheld for New York 
State, New York City, and Yonkers. Complete Form IT-2104 each year 
and file it with your employer if the number of allowances you may claim 


is different from federal Form W-4 or has changed. Common reasons for 

completing a new Form IT-2104 each year include the following: 

• You started a new job. 

• You are no longer a dependent. 

• Your individual circumstances may have changed (for example, you 
were married or have an additional child). 

• You moved into or out of NYC or Yonkers. 

• You itemize your deductions on your personal income tax return. 

• You claim allowances for New York State credits. 

• You owed tax or received a large refund when you filed your personal 
income tax return for the past year. 

• Your wages have increased and you expect to earn $107,650 or more 
during the tax year. 

• The total income of you and your spouse has increased to $107,650 or 
more for the tax year. 

• You have significantly more or less income from other sources or from 
another job. 

• You no longer qualify for exemption from withholding. 
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BACKGROUND VERIFICATION DISCLOSURE WITH CREDIT 


As part of the employment process Maven Technologies, LLC, (the “Company") may make investigative 
inquiries on my background. The Fair Credit Reporting Act as amended by the Consumer Reporting 
Reform Act of 1996 requires that we advise you that for purposes of employment a Consumer Report 
may be made which may include information about your credit standing and capacity, character, 
reputation, personal traits, mode of living and other pertinent qualities for employment purposes including 
reasons for termination of past employment. 

Upon written request, information as to the nature and scope of the report will be provided (if one is 
made) if employment has been denied due to information obtained therein. 


Company Representative’s Signature 


Company Representative’s Name & Title 


AUTHORIZATION TO RELEASE INFORMATION 
(APPLICANT MUST READ & SIGN) 

I hereby authorize any officer, representative or agent of USA Payroll (“USAP”) bearing this release or 
copy thereof to conduct background investigations including but not limited to a National Cross Reference 
of all 50 states showing actual past residences, obtaining a consumer credit report and any other 
information regarding my driving history and records, criminal history, and credit standing. This report may 
include personal interviews with neighbors, friends, associates, past and present employers, and records 
from educational institutions, police departments, court records, federal, state and other agencies as well 
as records of banking, financial statements, professional licensing, workers compensation, military 
history, civil and insurance claims. In compliance with the Americans with Disabilities Act, my Worker’s 
Compensation history will only be investigated after a conditional offer of employment. This release is 
executed with full knowledge and understanding that the information is for the official use of USAP and its 
client. Consent is granted for USAP to furnish such information as described above to third parties in the 
course of fulfilling official responsibilities. Please furnish the bearer (USAP) with any and all information 
you possess about me. A photocopy of this authorization can be accepted with the same authority as the 
original. 

If hired (or contracted), this authorization shall remain on file and shall serve as ongoing authorization for 
you to procure consumer reports at any time during my employment (or contract) period. 


SIGNATURE: 


DATE: 


PRINT NAME: 







Conflict of Interest and Confidentiality Agreement 


As stated in the Employee Handbook of Maven Technologies, LLC, outside employment or 
relationships that constitute a conflict or interest are strictly prohibited. Prohibited behaviors include 
the personal use of telephone, computer equipment, files, e-mail system, or software. Additionally, 
employees should not use a password, access a file, or retrieve any stored communication without 
authorization. These established polices include, but are not limited to, all systems, files, databases, 
documents, and distribution lists. 

Since Maven's systems -actual and virtual - have evolved as the specific and collective efforts of the 
company's founders, managers, and employees, individual employees are prohibited from illegal 
duplication or dissemination of software, systems, databases, files, and documents. 

I,_, understand that Maven 

(Print Name) 

Technologies, LLC seeks to establish itself with a policy of fair and ethical business conduct based on 
the good judgment and high ethical principles of its employees, and that any actual or potential conflict 
of interest is defined as any scenario in which “a/7 employee is in a position to influence a decision that 
may result in a personal gain for that employee or for a relative as a result of Maven Technologies' 
business dealings ” (see Maven Employee Handbook, page 4). As such, I understand that all systems, 
files, databases, documents, and distribution lists are the exclusive property of Maven Technologies, 
LLC and that all intellectual and physical properties of said company fall under the confidentiality and 
non-compete laws. 


Employee 

Date 

Authorized Company Agent 

Date 


Witness 


Date 









ATTENDANCE POLICY 


Maven Technologies expects all employees to be on time, at work and ready to work a full shift as a condition 
of hire and continued employment. Absenteeism, early departures and late arrivals burden your fellow 
employees. While it is recognized that it may be necessary for you to be absent occasionally, it is important that 
absences be kept to a minimum. 

You are expected to take care of personal affairs and obligations at a time other than during working hours. 
Regular attendance and punctuality are essential for the smooth operation of Maven Technologies. We want to 
establish uniform guidelines that will ensure a consistent and fair approach to solving attendance issues. 
Therefore, we have developed the following attendance policy and step disciplinary action. 

Paid Time Off(PTO) 

PTO is an all-purpose time-off policy for full-time employees to use for vacation, illness or injury, and personal 
business. It combines traditional vacation and sick leave plans into one flexible, paid time-off policy. The 
employee can request the use of PTO after it is earned. 

The amount of PTO an employee receives each year increases with the length of their employment as shown in 
the following schedule: 

• Paid Time Off for new full-time employees will be prorated at a rate of one day of paid time off for 
every 3 months up to one year = 3 PTO days 

• After 1 year of eligible service the employee is entitled to 5 PTO days each year. 

• After 3 years of eligible service the employee is entitled to 10 PTO days each year. 

• After 5 years of eligible service the employee is entitled to 15 PTO days each year. 

PTO use of an unscheduled absence will be as follows, and must be requested on the day for which you are 
using it; however, PTO used for any unexcused absence will be solely at the discretion of the VP/Operations 


• Zero - 1 year of service 1 day 

• lyear - 3 years of service 2 days 

• 3 years-5 years of service 2 days 

• 5+ years of service 3 days 


> The number of allowable, unscheduled absences (regardless if PTO is requested) without receiving 
an occurrence is equivalent to the schedule above. 

> Additionally, if PTO is scheduled, you can not call in the day before or the day after and request the 
use of a PTO day for an unscheduled absence. 

To be considered an excused absence as defined above, sufficient written notice must be given to the Office 
Administrator and approval by the VP, VP/Operations is required to utilize paid time-off. 

Sufficient notice is: 

• For a scheduled absence of 1-2 days, employees must give a notice of two working days (48 hours; no 
exceptions, other than Family Medical and Leave Act-qualified leave or as a reasonable accommodation 
under the Americans with Disabilities Act). 

• For a scheduled absence of 3 or more days, employees must give a notice of 2 weeks (14 days). 
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• For an emergency absence occurring a) at the beginning of an employee’s shift, the employee must 
notify the Office Administrator or VP/Operations, no later than 30 minutes before the beginning of the 
shift, and b) during an employee’s shift, the employee must notify the Office Administrator, 
VP/Operations and/or the Warehouse Supervisor prior to leaving the premises. 

Additionally, any unpaid time off (UTO) requested will be treated on a case by case basis and excused at the 

discretion of management. 

Maven also recognizes seven holidays when the business is closed but eligible employees are paid for the 
day(s). Eligible employees must work the last scheduled workday immediately before a recognized holiday and 
the first scheduled workday immediately after the holiday. Failure to do so will result in forfeiture of holiday 
pay, with the exception of scheduled PTO or at the discretion of management. 

Absences and Tardiness 

If you find it necessary to be absent or late, you are expected to telephone the Office Administrator or 
VP/Operations as soon as possible but no later than one-half hour prior to the start of your designated workday. 
Failure to notify the Office Administrator or VP/Operations when you will be absent or late to work is a 
violation of company policy. Notification to any other staff member or by any other means other than by phone 
call will not be acknowledged as proper notification. Each absence or tardy will be treated as an individual 
infraction. 

If an employee is scheduled to work overtime and either fails to report or reports after the scheduled start time, 
an occurrence will be charged. Additionally, overtime worked without prior authorization from management 
may result in disciplinary action, up to an including possible termination of employment. 

Absenteeism 

“Absence” is defined as the failure of an employee to report for work when the employee is scheduled to 
work. The two types of absences are defined below: 

• Excused absence occurs when any of the following conditions are met: a) the employee provides 
sufficient notice to the Office Administrator or VP/Operations, b) the reason is found credible or 
acceptable by management (see number 2 below), c) such absence request is approved by management, 
d) the employee has sufficient accrued paid time off (PTO) to cover such absence. 

• Unexcused absence occurs when one of the four conditions in number 1 is not met. If it is necessary for 
an employee to be absent or late for work because of illness or an emergency, the employee must notify 
the Office Administrator or VP/Operations no later than 30 minutes before the employee’s scheduled 
starting time on that same day. If the employee is unable to call, he or she must have someone make the 
call for the employee. 

An absence occurs when an employee misses more than three hours of work within a normal work day. An 
absence of multiple days due to the same illness, injury or other incident may be counted as one occurrence for 
the purpose of this policy at Maven Technologies discretion. Exceptions to this would be conditions which fall 
under the FMLA and ADA guidelines. 

If you are absent from work longer than one day, you are expected to keep the Office Administrator sufficiently 
informed of your situation. Absence for more than (2) consecutive days due to illness or injury will require a 
doctor’s note upon return to employment. 
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Other absences not caused by illness or injury may require documentation of proof by request. 

Additionally, PTO used for any unexcused absence will be solely on the discretion of the VP/Operations. 

Tardiness/Leaving Early 

Team members are expected to be at their work stations on time for their shift. Tardiness negatively impacts 
teamwork and productivity. This includes the start of the work day, after morning and afternoon rest periods as 
well as after lunch. Being tardy for work or leaving the work site without permission will be considered cause 
for disciplinary action. 

A call-in to the Office Administrator or VP/Operations or to a member of management does not make that 
absence or tardiness excusable. A tardy arrival, early departure or other shift interruption is considered one 
infraction. 2 infractions = 1 occurrence. Arrival and departure times will be determined by the time on the time 
recording system. An employee is considered late if he or she fails to clock in and immediately report to their 
designated workstation by his or her scheduled starting time; an early departure is one in which the employee 
leaves before the scheduled end of his or her shift. 

Team members are expected to fulfill their work day hours. Being excused from work early is subject to prior 
approval from the VP/Operations and/or Office Administration prior to the day of. Leaving your work station 
for the day without prior permission will be considered cause for disciplinary action up to and including 
termination. 

No Call-No Show 

Failure to call in and report for a shift (no call/no show) is a serious matter; the first instance of a no-call/no- 
show will result in a final written warning. The second separate offense will result in termination of 
employment with no additional disciplinary steps. Any no-call/no-show lasting two consecutive days is 
considered job abandonment and will result in immediate termination of employment. 

Calling in late and giving an arrival time and then not reporting for your shift or sufficiently keeping the 
VP/Operations or Office Administrator updated is considered a no call/no show. 

If the employee has already begun the step discipline process for attendance/punctuality when a no-call/no- 
show occurs, the disciplinary process may be accelerated to the final step. 

Management may consider extenuating circumstances when determining discipline for a no-call/no-show (for 
instance, if the employee is in a serious accident and is hospitalized) and has the right to exercise discretion in 
such cases. 

Prescheduled times away from work using PTO (where available) days, holidays and pre-approved time off are 
not considered occurrences for the purpose of this policy. 

Occurrences, Infractions and Discipline 

In order define the consequences of failure to comply with the policies and procedures above, Maven has 
developed the following outline of occurrences/infractions and the corresponding disciplinary action associated 
to both. 
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Occurrences will be calculated on a rolling 6 month timeline. Therefore, each occurrence will roll off an 
employee’s record after six months. However, habitual offenders (those who have established a pattern of 
absences/infractions such as consistently having two (2) or more occurrences in any given six-month period (or 
routinely calling off on Mondays or Fridays) may trigger step discipline even though six-month old infractions 
have fallen off, if he or she continues to receive occurrences. 

The following is an outline of the occurrence/disciplinary action as it applies for the purpose of the attendance 
policy: 


Occurrence/Infraction: 

Occurrences/Davs: 

Discipline Step & Action: 

1 occurrence is equal to: 

1 absence 

2 Occurrences 

Step 1- Verbal Warning with Written Record 

2 late arrivals 

3 Occurrences 

Step 2- Written Warning 

2 early departures 

4 Occurrences 

Step 3- Final Written Warning with 2 Days Unpaid Suspension 

2 missing clock ins/outs 

5 Occurrences 

Step 4- Termination 

Total # of Days Absent: 

Occurrences/Davs: 

Discipline Step & Action: 


1 Day 

Step 1- Verbal Warning with Written Record 


2 Days 

Step 2- Written Warning 


3 Days 

Step 3- Final Written Warning with 2 Days Unpaid Suspension 


4 Days 

Step 4- Termination 

No Call / No Show 

Occurrences/Davs: 

Discipline Step & Action 


1 occurrence 

Step 1- Final Written Warning 


2 occurrences 

Step 2- Termination 


Management reserves the right to use its discretion in applying this policy under special or unique 
circumstances - Additionally, Management reserves the right to amend or discontinue this policy 
at any time. 
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EMPLOYEE ACKNOWLEDGEMENT 


By signing this document, I hereby acknowledge that I have received the attendance policy and 
it is my responsibility to ensure the following: 

• I have read the policy 

• It is my responsibility to seek clarification from either the VP/Operations or Office 
Administrator for any portion(s) of the policy that I do not understand. 

• I understand the policy including all expectations, procedures and guidelines outlined 
within the policy. 

• It is my responsibility to comply with the expectations, policies and guidelines outlined 
within the policy. 

Additionally, I hereby acknowledge that a copy of this form will be placed in my employee file. 


EMPLOYEE’S NAME (printed): 


EMPLOYEE’S SIGNATURE: 


DATE OF SIGNATURE: 
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GENERAL EXPECTATIONS 


Maven Technologies standard work day is Monday through Friday, 7:00 a.m. until 3:30 p.m., 8:30 a m. until 
5:00 p.m. / B SHIFT 3:30 p.m. until 12:00 a.m. which can be modified at any time at the discretion of 
management. 

7:00 AM or 8:30 AM/3:30 PM is the start time of a standard shift, not an arrival time 

• You may clock in within 15 minutes of your scheduled start time with the understanding that 
you are expected to be working once on the clock. 

3:30 PM, 5:00 PM/12:00 AM is the end time of a standard shift, not a departure time. 

In order to operate a fair and profitable company that will remain viable in the future, Maven has the following 
expectations with regards to time management: 

• All employees to be on time, at work and ready to work a full shift as a condition of hire and 
continued employment. Departing your work area prior to your end time requires authorization from 
either the VP/Operations, Office Administrator or the Processing Center Supervisor (if either of the 
other two is not available). 

• If you are on the clock, you are expected to be where you are supposed to be, when you are 
supposed to be there and working. 

• Break times are expected to be no longer than 15 minutes and all employees are expected back in 
their assigned work area within the allotted time. 

• All personal protective equipment, including safety glasses, shall be worn where/when required. 

• All access points to the processing center shall be secured at all times when not in immediate use. 

• E-cigarettes are permitted in the designated smoking area but are not permitted for use inside the 
facility or in company vehicles. 

• The vending machine, coffee maker and water are for use prior to punching in for the day, during 
breaks/meal periods or after punching out for the day. 

• Meals are to be eaten on your own time either prior to work or during your unpaid 30 minute meal 
period. Please eat your breakfast prior to coming to work. If you need to eat breakfast upon 
arrival, please allow enough time to do so prior to punching in. 

• You are expected to take care of personal affairs and obligations at a time other than during working 
hours. 

• All mobile devices (including phones, laptops/tablets, iPods/MP3 players) are prohibited for all 
personnel without prior authorization from the VP/Operations. Specifically, these devices shall NOT 
be on your person, nor readily accessible, while on the clock. Additionally, these devices may not 
be used as a means of playing music. Urgent calls for employees may be placed to Maven’s 
business phone (585-458-2460 xO) 

• If you must change your clothes or need to obtain tools from your locker, do so prior to punching in 
or while on break. 

• Restrooms are available for use as needed but duration and frequency need to be kept within 
reasonable expectations. 

• Head phones of any kind (excluding commercial drivers with Bluetooth headsets) are not to be worn 
within the processing center, while driving commercial vehicles, at a customer’s location or during 
any recycling event. 

• The only acceptable medium for music is AM/FM from a small radio. Music volume is to be kept to 
a minimum as to prevent it from being heard outside of your immediate work area. Tapes, CD’s and 
mobile devices are unacceptable. 

• All fans and other electronics are to be turned off in all work areas prior to departing for the day. 

• Maven chairs of any kind are not permitted for use outside of the building. 

• Use of any unoccupied office/cubicle is prohibited. 
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OTHER EXPECTATIONS 


Absenteeism 

If you find it necessary to be absent or late, you are expected to telephone the Office Administrator or VP/Operations as soon as possible but no later 
than one-half hour prior to your scheduled start of the workday. If you are absent from work longer than one day, you are expected to keep the Office 
Administrator sufficiently informed of your situation. Absence for three (3) or more consecutive days due to illness or injury will require a doctor’s note 
upon return to employment. 

Failure to notify the Office Administrator or VP/Operations when you will be absent or late to work is a violation of company policy. Notification to any 
other staff member or by any other means other than by phone call will not be acknowledged as proper notification. Each absence or tardy will be 
treated as an individual violation. Failure to call in and report for a shift (no call/no show); or a pattern of excessive absenteeism and/or tardiness, 
without acceptable reason may result in disciplinary action, up to and including termination. 

A call-in to the Office Administrator or VP/Operations or to a member of management does not make that absence or tardiness excusable. Additionally, 
PTO used for any unexcused absence will be solely on the discretion of the VP/Operations. 

Planned overtime accompanied by an “Overtime Work Commitment Form” will be treated the same as a normal business day and all policies and 
procedures apply. Therefore, these same expectations apply if you have committed to working adjusted weekday hours, recycling events or weekends. 

Tardiness 

Team members are expected to be at their work stations on time for their shift. Tardiness negatively impacts teamwork and productivity. This includes 
the start of the work day, after morning and afternoon break as well as after lunch. Being tardy for work or leaving the work site without permission will 
be considered cause for disciplinary action. 

Leaving Early 

Team members are expected to fulfill their work day hours. Being excused from work early is subject to prior approval from the VP/Operations and/or 
Office Administrator, or the Processing Center Supervisor (if the other two are not available). Leaving your work station for the day without prior 
permission will be considered cause for disciplinary action up to and including termination. 

Work schedules for employees vary throughout our organization. Management will advise employees of their individual work schedules. Staffing needs 
and operational demands may necessitate variations in starting and ending times, as well as variations in the total hours that may be scheduled each 
day and week 

Meal and Rest Periods 

Employees that work 6 or more hours within a scheduled day are provided with a 30 minute unpaid meal period per NYS DOL regulations. Meal periods 
are scheduled with your department team lead. 

At Maven’s discretion, employees are granted two (2) fifteen (15) minute paid rest periods. These are scheduled with a morning break start time of 9:00 
a.m. or 10:00 a.m. until 9:15 a.m. or 10:15 a.m. and an afternoon break start time of 2:00 p.m. or 3:00 p.m. until 2:15 p.m. or 3:15 p.m. 3:30 PM - 12:00 
AM Shift break times are scheduled 1 st break at 5:30 p.m. until 5:45 p.m., dinner at 7:30 p.m. until 8:00 p.m. and 2 nd break at 10:15 p.m. until 10:30 p.m. 

You are expected to observe your assigned working hours and the time allowed for meal and rest periods. You are not permitted to take more than 
fifteen (15) minutes for each rest period. You are required to report back to your work station prior to the end of break and be ready to continue with the 
day. Additionally, you are not permitted to leave your work station prior to the start time of a scheduled break. Failure to follow set times may result in 
disciplinary action, up to and including termination. 

Paid rest periods are a gesture of good will from the company but are not required by law. This privilege may be revoked or eliminated temporarily or 
permanently at the sole discretion of Maven Technologies. 

We are aware that people may need an extended meal period of 30 minutes on occasion. Notice must be given to the Office Administrator or 
VP/Operations prior to the day of. Abuse of this courtesy or failure to follow policy may result in disciplinary action, up to and including termination. 

Time Recording 

Employees are required to follow established guidelines for recording their actual hours worked. Employees are required to clock in/out at the beginning 
and end of their assigned shift and also for their 30 minute meal break. A missed clock in/out is a violation of this policy and includes: 


• Failure to clock in/out at the beginning and/or end of their assigned shift; 

• Failure to clock in/out for the meal break; 

• Failure to accurately and timely report time worked. 

• Clocking in/out early (or late) of assigned shift without prior approval. 

Missed punches or malfunction of the time clock needs to be reported immediately to the Office Administrator. 
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EMPLOYEE ACKNOWLEDGEMENT 


By signing this document, I hereby acknowledge that I have received this memo and it is my 
responsibility to ensure the following: 

• I have read the memo 

• It is my responsibility to seek clarification from either the VP/Operations or Office Administrator 
for any portion of the memo that I do not understand. 

• I understand the memo including all expectations, policies and guidelines outlined within the 
memo. 

• It is my responsibility to comply with the expectations, policies and guidelines outlined within 
the memo. 

Additionally, I hereby acknowledge that a copy of this form will be placed in my employee file. 


EMPLOYEE’S NAME (printed): 


EMPLOYEE’S SIGNATURE: 


DATE OF SIGNATURE: 
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Electronics Policy 


Maven Technologies policy is to maintain a safe working environment for all employees in our facilities. 
While individual comfort preferences are important, fire prevention and safety, the limits of our electrical 
systems, and cost controls must also be maintained. For this reason, personal electrical equipment and 
appliances that pose potential threat to the facility or its employees or consume excessive amounts of 
electricity may not be used. 


Restrictions on the use of personal electric appliances listed below (but not limited to) are prohibited 
unless approval is given by the VP/Operations, and will be monitored: 


> Personal Space heaters (or any other heating source)/Fans: prohibited without approval 

• They can cause a fire if used improperly or not meeting proper standards. 

• The power demand can cause problems with the electrical circuit and damage to 
computers and other equipment. 

• They are not intended for continuous use. 

• They waste energy and work against energy saving controls. 

> Refrigerators/Microwaves/Coffee Makers: are prohibited without approval 

> Extension Cords/Power Strips/Surge Protectors: are prohibited with the exception of Maven 
issued ‘power strips’ or ‘surge suppressor strips’ which are equipped with their own internal circuit 
breakers. 


> Any other electrical device not provided by Maven or used to perform your job duties are 
prohibited without approval. 

> Radios: Are permitted, with volume kept to your personal space 
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EMPLOYEE ACKNOWLEDGEMENT 


By signing this document, I hereby acknowledge that I have received this memo and it is my 
responsibility to ensure the following: 


• I have read the memo 

• It is my responsibility to seek clarification from either the VP/Operations or Office 
Administrator for any portion of the memo that I do not understand. 

• I understand the memo including all expectations, policies and guidelines outlined within 
the memo. 

• It is my responsibility to comply with the expectations, policies and guidelines outlined 
within the memo. 


Additionally, I hereby acknowledge that a copy of this form will be placed in my employee file. 


EMPLOYEE’S NAME (printed): 


EMPLOYEE’S SIGNATURE: 


DATE OF SIGNATURE: 
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Non-Harassment Policy and Complaint Procedure 

Maven Technologies is committed to a work environment in which all individuals are treated with respect 
and dignity. Each individual has the right to work in a professional atmosphere that promotes equal 
employment opportunities and prohibits unlawful discriminatory practices, including harassment. 
Therefore, Maven Technologies expects that all relationships among persons will be business-like and 
free of bias, prejudice and harassment. 

It is the policy of Maven Technologies to ensure equal employment opportunity without discrimination or 
harassment on the basis of race, color, religion, gender, sexual orientation, gender identity, national 
origin, age, disability, genetic information, marital status, amnesty or status as a covered veteran. Maven 
Technologies prohibits any such discrimination or harassment. 

Maven Technologies encourages reporting of all perceived incidents of discrimination or harassment. It is 
the policy of Maven Technologies to promptly and thoroughly investigate such reports. Maven 
Technologies prohibits retaliation against any individual who reports discrimination or harassment or who 
participates in an investigation of such reports. 

Definitions of Harassment 

Sexual harassment constitutes discrimination and is illegal under federal, state and local laws. For the 
purposes of this policy, sexual harassment is defined, as in the Equal Employment Opportunity 
Commission Guidelines, as unwelcome sexual advances, requests for sexual favors and other verbal or 
physical conduct of a sexual nature when, for example a) submission to such conduct is made either 
explicitly or implicitly a term or condition of an individual's employment; b) submission to or rejection of 
such conduct by an individual is used as the basis for employment decisions affecting such individual; or 
c) such conduct has the purpose or effect of unreasonably interfering with an individual's work 
performance or creating an intimidating, hostile or offensive working environment. 

Sexual harassment may include a range of subtle and not-so-subtle behaviors and may involve 
individuals of the same or different gender. Depending on the circumstances, these behaviors may 
include unwanted sexual advances or requests for sexual favors; sexual jokes and innuendo; verbal 
abuse of a sexual nature; commentary about an individual's body, sexual prowess or sexual deficiencies; 
leering, whistling or touching; insulting or obscene comments or gestures; display in the workplace of 
sexually suggestive objects or pictures; and other physical, verbal or visual conduct of a sexual nature. 
Harassment on the basis of any other protected characteristic is also strictly prohibited. Under this policy, 
harassment is verbal, written or physical conduct that denigrates or shows hostility or aversion toward an 
individual because of his/her race, color, religion, gender, sexual orientation, national origin, age, 
disability, marital status, citizenship, genetic information or any other characteristic protected by law or 
that of his/her relatives, friends or associates, and that a) has the purpose or effect of creating an 
intimidating, hostile or offensive work environment; b) has the purpose or effect of unreasonably 
interfering with an individual's work performance; ore) otherwise adversely affects an individual's 
employment opportunities. 
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Harassing conduct includes epithets, slurs or negative stereotyping; threatening, intimidating or hostile 
acts; denigrating jokes; and written or graphic material that denigrates or shows hostility or aversion 
toward an individual or group and that is placed on walls or elsewhere on the employer's premises or 
circulated in the workplace, on company time or using company equipment via e-mail, phone (including 
voice messages), text messages, tweets, blogs, social networking sites or other means. 

Individuals and Conduct Covered 

These policies apply to all applicants and employees, whether related to conduct engaged in by fellow 
employees or someone not directly connected to Maven Technologies (e.g., an outside vendor, 
consultant or customer). 

Conduct prohibited by these policies is unacceptable in the workplace and in any work-related setting 
outside the workplace, such as during business trips, business meetings and business-related social 
events. 

Complaint Process 

Individuals who believe they have been the victims of conduct prohibited by this policy statement or who 
believe they have witnessed such conduct should discuss their concerns with Human Resources or any 
member of management. 

When possible, Maven Technologies encourages individuals who believe they are being subjected to 
such conduct to promptly advise the offender that his or her behavior is unwelcome and request that it be 
discontinued. Often this action alone will resolve the problem. Maven Technologies recognizes, however, 
that an individual may prefer to pursue the matter through complaint procedures. 

Maven Technologies encourages the prompt reporting of complaints or concerns so that rapid and 
constructive action can be taken before relationships become irreparably strained. Therefore, although no 
fixed reporting period has been established, early reporting and intervention have proven to be the most 
effective method of resolving actual or perceived incidents of harassment. 

Any reported allegations of harassment, discrimination or retaliation will be investigated promptly. The 
investigation may include individual interviews with the parties involved and, where necessary, with 
individuals who may have observed the alleged conduct or may have other relevant knowledge. 

Confidentiality will be maintained throughout the investigatory process to the extent consistent with 
adequate investigation and appropriate corrective action. 

Retaliation against an individual for reporting harassment or discrimination or for participating in an 
investigation of a claim of harassment or discrimination is a serious violation of this policy and, like 
harassment or discrimination itself, will be subject to disciplinary action. Acts of retaliation should be 
reported immediately and will be promptly investigated and addressed. 

Misconduct constituting harassment, discrimination or retaliation will be dealt with appropriately. 

Corrective Action will be taken in a timely and appropriate manner when a harassment complaint is found 
to be valid. The team member who has violated this policy will be subject to discipline up to and including 
termination. This determination will be based on all the facts of the case. 

False and malicious complaints of harassment, discrimination or retaliation may be the subject of 
appropriate disciplinary action. 
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EMPLOYEE ACKNOWLEDGEMENT 


By signing this document, I hereby acknowledge that I have received this memo and it is my 
responsibility to ensure the following: 

• I have read the memo 

• It is my responsibility to seek clarification from either the VP/Operations or Office 
Administrator for any portion of the memo that I do not understand. 

• I understand the memo including all expectations, policies and guidelines outlined within 
the memo. 

• It is my responsibility to comply with the expectations, policies and guidelines outlined 
within the memo. 

Additionally, I hereby acknowledge that a copy of this form will be placed in my employee file. 


EMPLOYEE’S NAME (printed): 


EMPLOYEE'S SIGNATURE: 


DATE OF SIGNATURE: 
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MAVEN TECHNOLOGIES, LLC. 
EMPLOYEE HANDBOOK 


Issue Date: January 1, 2001 
Revision Date: May 2009 


Welcome new employee! 

On behalf of your colleagues, I welcome you to Maven Technologies and wish you every 
success here. 

We believe that each employee contributes directly to Maven Technologies’ growth and 
success, and we hope you will take pride in being a member of our team. 

This handbook is designed to acquaint you with Maven Technologies and provide you 
with information about working conditions, employee benefits, and some of the policies 
affecting your employment. You should read, understand, and comply with all provisions 
of the handbook. It describes many of your responsibilities as an employee, and 
outlines the programs developed by Maven Technologies to benefit employees. One of 
our objectives is to provide a work environment that is conducive to both personal and 
professional growth. 

No employee handbook can anticipate every circumstance or question about policy. As 
Maven Technologies continues to grow, the need may arise and Maven Technologies 
has the right to revise, supplement, or rescind any policies or portion of the handbook 
from time to time, as it deems appropriate. In its sole and absolute discretion. The only 
exception to any changes is our employment-at-will policy permitting you or Maven 
Technologies to end our relationship for any reason at any time. Employees will, of 
course, be notified of such changes to the handbook as they occur. 

Now a word about customers. Customers are among our organization’s most valuable 
assets. Every employee represents Maven Technologies to our customers and the 
public. The way we do our jobs presents an image of our entire organization. 

Customers judge all of us by how they are treated with each employee contact. 
Therefore, one of our first business priorities is to assist any customer or potential 
customer. Nothing is more important than being friendly, helpful, and prompt in the 
attention you give to customers. 

Our personal contact with the public, our manners on the telephone, and the 
communications we send to customers are a reflection not only of ourselves, but also of 
the professionalism of Maven Technologies. Positive customer relations not only 
enhance the public’s perception or image of Maven Technologies, but also pay off in 
greater customer loyalty and increased sales and profit. 

We hope that your experience here will be challenging, enjoyable, and rewarding. 

Again, welcome! 

Sincerely, 



Anthony R. Vasile 
Owner 


Eguaj Employment Opportunity 


In order to provide equal employment and advancement opportunities to all individuals, 
employment decisions at Maven Technologies will be based on merit, qualifications, and 
abilities. Maven Technologies does not discriminate in employment opportunities or 
practices on the basis of race, color, religion, sex, national origin, age, disability, or any 
other characteristic protected by law. 

Maven Technologies will make reasonable accommodations for qualified individuals with 
known disabilities unless doing so would result in an undue hardship. This policy 
governs all aspects of employment, including selections, job assignment, compensation, 
discipline, termination, and access to benefits and training. 

Any employees with questions or concerns about any type of discrimination in the 
workplace are encouraged to bring these issues to the attention of their immediate 
supervisor. Employees can raise concerns and make reports without fear of reprisal. 
Anyone found to be engaging in any type of unlawful discrimination will be subject to 
disciplinary actions, up to and including termination of employment. 

Business Ethics and Conduct 

The successful business operation and reputation of Maven Technologies is built upon 
the principles of fair dealing and ethical conduct of our employees. Our reputation for 
integrity excellence requires careful observance of the spirit and letter of all applicable 
laws and regulations, as well as a scrupulous regard for the highest standards of 
conduct and personal integrity. 

The continued success of Maven Technologies is dependent upon our customers’ trust, 
and we are dedicated to preserving that trust. Employees owe a duty to Maven 
Technologies, its customers, and shareholders to act in a way that will merit the 
continued trust and confidence of the public. 

Maven Technologies will comply with all Federal, State, and local laws and regulations 
and expects is directors, officers, and employees to conduct business in accordance 
with the letter, spirit, and intent of all relevant laws and to refrain from any illegal, 
dishonest, or unethical conduct. 

In general, the use of good judgment, based on high ethical principles, will guide you 
with respect to lines of acceptable conduct. If a situation arises where it is difficult to 
determine the proper course of action, the matter should be discussed openly with your 
immediate supervisor and, if necessary, with the Department Manager for advice and 
consultation. 

Compliance with this policy of business ethics and conduct is the responsibility of every 
Maven Technologies employee. Disregarding or failing to comply with this standard of 
business ethics and conduct could lead to disciplinary action, up to and including 
possible termination of employment. 




Immigration Law Compliance 


Maven Technologies is committed to employing only United States citizens and aliens 
who are authorized to work in the United States, and does not unlawfully discriminate on 
the basis of citizenship or national origin. In compliance with the Immigration Reform 
and Control Act of 1986, each new employee, as a condition of employment, must 
complete the Employment Eligibility Verification Form 1-9 and present documentation 
establishing identity and employment eligibility. Former employees who are rehired 
must also complete the form if they have not completed an 1-9 with Maven Technologies 
within the past three years, or if their previous 1-9 is no longer retained or valid. 
Employees may raise questions or complaints about immigration law compliance without 
fear of reprisal. 

Conflicts of Interest 

Employees have an obligation to conduct business within guidelines that prohibit actual 
or potential conflicts of interest. This policy establishes only the framework within which 
Maven Technologies wishes the business to operate. The purpose of these guidelines 
is to provide general directions so that employees can seek further clarification on issues 
related to the subject of acceptable standards of operation. Contact the Department 
Manager for more information or questions about conflicts of interest. 

Transactions with outside firms must be conducted within a framework established and 
controlled by the executive level of Maven Technologies. Business dealings with outside 
firms should not result in unusual gains for those firms. Unusual gain refers to bribes, 
product bonuses, special fringe benefits, unusual price breaks, and other windfalls 
designed to ultimately benefit either the employer, the employee, or both. Promotional 
plans that could be interpreted to involve unusual gain require specific executive-level 
approval. 

An actual or potential conflict of interest occurs when an employee is in a position to 
influence a decision that may result in a personal gain for that employee or for a relative 
as a result of Maven Technologies’ business dealings. For the purposes of this policy, a 
relative is any person who is related by blood or marriage, or whose relationship with the 
employee is similar to that of persons who are related by blood or marriage. 

No “presumption of guilt” is created by the mere existence of a relationship with outside 
firms. However, if employees have any influence on transactions involving purchases, 
contracts, or leases it is imperative that they disclose to a manager of Maven 
Technologies as soon as possible the existence of any actual or potential conflict of 
interest so that safeguards can be established to protect all parties. 

Personal gain may result not only in cases where an employee or relative has a 
significant ownership in a firm with which Maven Technologies does business, but also 
when an employee or relative receives any kickback, bribe, substantial gift, or special 
consideration as a result of any transaction or business dealings involving Maven 
Technologies. 

Employees are prohibited from bidding on or selling Maven type products, on eBay or 
other auctions. 




Employment Categories 


It is the intent of Maven Technologies to clarify the definitions of employment 
classifications so that employees understand their employment status and benefit 
eligibility. Each employee is designated as either NONEXEMPT (hourly) or EXEMPT 
(salaried) from federal and state wage and hour laws. NONEXEMPT (hourly) 
employees are entitled to overtime pay under the specific provisions of federal and state 
laws. EXEMPT (salaried) employees are excluded from specific provisions of federal 
and state wage and hour laws (under certain circumstances will receive straight hourly 
wage as overtime). An employee’s EXEMPT or NONEXEMPT classification may be 
changed only upon written notification by Maven Technologies management. 

In addition to the above categories, each employee will belong to one other employment 
category: 

REGULAR FULL-TIME employees are those who are not in a temporary or introductory 
status and who are regularly scheduled to work Maven Technologies’ full-time schedule. 
Generally, they are eligible for Maven Technologies’ benefit package, subject to the 
terms, conditions, and limitations of each benefit program. Full-time is defined as 40 
hours per week. 

INTRODUCTORY employees are those whose performance is being evaluated for a 
period of 90 days to determine whether further employment in a specific position with 
Maven Technologies is appropriate. Employees who satisfactorily complete the 
introductory period will be notified of their new employment classification. 

Personnel Data Changes 


It is the responsibility of each employee to promptly notify Maven Technologies of any 
changes in personnel data. Personal mailing addresses, telephone numbers, number 
and names of dependents, individuals to be contacted in the event of an emergency, 
educational accomplishment, and other such status reports should be accurate and 
current at all times. If any personnel data has changed, notify the Controller. 

introductory' Period 

The introductory period is intended to give new employees the opportunity to 
demonstrate their ability to achieve a satisfactory level of performance and to determine 
whether the new position meets their expectations. Maven Technologies uses this 
period to evaluate employee capabilities, work habits, and overall performance. 

All new and rehired employees work on an introductory basis for the first 90 calendar 
days after their date of hire. Any significant absence will automatically extend an 
introductory period by the length of the absence. If Maven Technologies determines that 
the designated introductory period does not allow sufficient time to thoroughly evaluate 
the employee’s performance, the introductory period may be extended for a specified 
period. Upon satisfactory completion of the introductory period, the employees enter the 
“regular” employment classification. 





Performance Evaluation 


Supervisors and employees are strongly encouraged to discuss job performance and 
goals on an informal, day-to-day basis. Additional formal performance evaluations are 
conducted to provide both supervisors and employees the opportunity to discuss job 
tasks, identify and correct weaknesses, encourage and recognize strengths, and discuss 
positive, purposeful approaches for meeting goals. 

Merit-based pay adjustments are awarded by Maven Technologies in an effort to 
recognize truly superior employee performance. The decision to award such an 
adjustment is dependent upon numerous factors, including the information documented 
by this formal performance evaluation process. 

Employee Benefits 

Employees at Maven Technologies are provided a wide range of benefits. A number of 
the programs (such as Social Security, workers’ compensation, state disability, and 
unemployment insurance) cover all employees in the manner prescribed by law. 

Benefits eligibility is dependent upon a variety of factors. Your supervisor can identify 
the programs for which you are eligible. Details of many of these programs can be 
found elsewhere in the employee handbook. 

The following benefit programs are available to eligible employees: 

• Auto Mileage (All personnel) 

o Any Maven employee that travels as a function of employment will be 
reimbursed for mileage and other expenses with approval. 

• Employee Discounts (Personal Use Only) 

o All full-time employees are eligible for employee discounts 

■ 20% on Used Equipment 

■ 10% on New Equipment (some exceptions may apply) 

• Health and Dental Insurance (Section 125, premiums deducted before taxes) 

o Health Insurance is available to all full-time employees 

• Holidays (salaried personnel or regular full-time hourly employees) 

o All Salary employees and full-time hourly employees with 90 days in the 
company will be paid for the Maven Holidays as specified below. 

• Paid Time Off (salaried personnel or regular full-time hourly employees) 

• Health Care Contribution (salaried personnel and regular full-time employees 
eligible for contribution) 

Some benefit programs require contributions from the employee, but most are fully paid 
by Maven Technologies. 




Holidays 


Maven Technologies will grant holiday time off with pay to salaried employees on the 
holidays listed below: 

• New Year’s Day (January 1) 

• Memorial Day (last Monday in May) 

• Independence Day (July 4) 

• Labor Day (First Monday in September) 

• Thanksgiving (fourth Thursday in November) 

• Day after Thanksgiving 

• Christmas (December 25) 

To qualify for a paid Holiday, full-time employees must have completed 90 calendar days 
of service. Eligible employees must also work the last scheduled workday immediately 
before the holiday and the first scheduled workday immediately after the holiday unless 
the employee has obtained prior approval for time off from their supervisor. Holiday pay 
will be calculated based on the employee’s straight-time pay rate (as of the date of the 
holiday) times the number of hours the employee would otherwise have worked on that 
day. We do not count holiday paid time off as hours worked when calculating overtime. 
Salaried employees that work during a holiday will be given a floating holiday that must 
be used before the end of the calendar year. If you are eligible for paid holidays and on 
the holiday you are on a Paid Time Off, you will receive holiday pay instead of the Paid 
Time Off pay you would have received. 

If a recognized holiday falls on a Saturday, Maven Technologies will observe it on the 
Friday before the holiday. If a recognized holiday falls on a Sunday, Maven 
Technologies will observe it on the Monday after the holiday. 

Worker’s Compensation Insurance 

Maven Technologies provides a comprehensive workers’ compensation insurance 
program at no cost to employees. This program covers any injury or illness sustained in 
the course of employment that requires medical, surgical, or hospital treatment. Subject 
to applicable legal requirements, workers’ compensation insurance provides benefits 
after a short waiting period or, if the employee is hospitalized, immediately. 

Employees who sustain work-related injuries or illnesses should inform their supervisor 
immediately. No matter how minor an on-the-job injury may appear, it is important that it 
be reported immediately. This will enable an eligible employee to qualify for coverage as 
quickly as possible. 

Benefits Continuation (COBRA} 

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives 
employees and their qualified beneficiaries the opportunity to continue health insurance 
coverage under Maven Technologies’ health plan when a “qualifying event” would 
normally result in the loss of eligibility. Some common qualifying events are resignation, 
termination of employment, or death of an employee; a reduction in an employee’s hours 






or a leave of absence; an employee’s divorce or legal separation; and a dependent child 
no longer meeting eligibility requirements. 

Under COBRA, the employee or beneficiary pays the full cost of coverage at Maven 
Technologies’ group rates plus an administration fee. Maven Technologies provides 
each eligible employee with a written notice describing rights granted under COBRA 
when the employee becomes eligible for coverage under Maven Technologies’ health 
insurance plan. The notice contains important information about the employee’s rights 
and obligations. 

Paid Time Off(PTO) 

Paid Time Off (PTO) is an all purpose time-off policy for full-time employees to use for 
vacation, illness or injury, and personal business. It combines traditional vacation and 
sick leave plans into one flexible, paid time-off policy. Forty-eight hours written notice 
with approval by your immediate supervisor is required to utilize paid time-off. 

Full-time employees begin to earn PTO according to the schedule below or as 
negotiated in their hire agreement. The employee can request use of PTO after it is 
earned. 

The amounts of PTO employees receive each year increases with the length of their 
employment as shown in the following schedule: 

• Paid Time Off for new full-time employees will be prorated at a rate of one day of 
paid time off for every 3 months up to one year. 

• After 1 year of eligible service the employee is entitled to 5 PTO days each year. 

• After 3 years of eligible service the employee is entitled to 10 PTO days each year. 

• After 5 years of eligible service the employee is entitled to 15 PTO days each year. 

The length of eligible service is calculated on the basis of a “benefit year." This is the 
12-month period that begins when the employee starts to earn PTO. An employee’s 
benefit year may be extended for any significant leave of absence except military leave 
of absence. Military leave has no effect on this calculation. (See individual leave of 
absence policies for more information.) 

PTO can be used in minimum increments of one day. Employees who have an 
unexpected need to be absent from work should notify their direct supervisor before the 
scheduled start of their workday, if possible. The direct supervisor must also be 
contacted on each additional day of unexpected absence. 

To schedule planned PTO, employees should request advance approval from their 
supervisors. Requests will be reviewed based on a number of factors, including 
business needs and staffing requirements. 

PTO is paid at the employee’s base pay rate at the time of absence. It does not include 
overtime or any special forms of compensation such as incentives, commissions, 
bonuses, or shift differentials. 

In the event that available PTO is not used by the end of the benefit year, employees will 
forfeit the unused PTO. 



Upon termination of employment, employees will be paid for unused PTO that has been 
earned through the last day of work. However, if Maven Technologies, in its sole 
discretion, terminates employment for cause, forfeiture of unused PTO may result. Also, 
should termination occur through a resignation without paper notice (usually 2 weeks), 
forfeiture of PTO may result. 


Health Insurance 

Maven Technologies’ health insurance plan provides full-time employees and their 
dependents access to medical insurance benefits. Additional benefits may be offered as 
well. 

Eligible employees may participate in the health insurance or other benefit plans subject 
to all terms and conditions of the agreement between Maven Technologies and the 
insurance carrier. 

A change in employment classification that would result in loss of eligibility to participate 
in the health insurance plan may qualify an employee for benefits continuation under the 
Consolidated Omnibus Budget Reconciliation Act (COBRA). Refer to the Benefits 
Continuation (COBRA) policy for more information. 

Details of the health insurance plan are described in the Summary Plan Description 
(SPD). An SPD and information on cost of coverage will be provided in advance of 
enrollment to eligible employees. Contact the Administration Department for more 
information about health insurance benefits. 

Short-Term Disability 

Maven Technologies provides a short-term disability (STD) benefits plan to all eligible 
employees who are unable to work because of a qualifying disability due to an injury or 
illness. 

Eligible employees may participate in the STD plan subject to all terms and conditions of 
the agreement between Maven Technologies and the insurance carrier. 

Disabilities arising from pregnancy or pregnancy-related illness are treated the same as 
any other illness that prevents an employee from working. 

Details of the STD benefits plan including benefit amounts, when they are payable, and 
limitations, restrictions, and other exclusions are described in the Summary Plan 
Description provided to eligible employees. Contact the Administration Department for 
more information about STD benefits. 




Timekeeping 


Accurately recording time worked is the responsibility of every hourly employee. Federal and 
state laws require Maven Technologies to keep an accurate record of time worked in order to 
calculate employee pay and benefits. Time worked is all the time actually spent on the job 
performing assigned duties. Hourly employees should accurately record the time they begin 
and end their work, as well as the beginning and ending time of each meal period. They 
should also record the beginning and ending time of any split shift or departure from work for 
personal reasons. Overtime work must always be approved before it is performed. 

Altering, falsifying, tampering with time records, or recording time on another employee’s 
time record may result in disciplinary action, up to and including termination of employment. 

Paydays 

All employees are paid biweekly on every other Friday. Each paycheck will include earnings 
for all work performed through the end of the previous payroll period. 

In the event that a regularly scheduled payday falls on a day off such as a weekend or 
holiday, employees will receive pay on the last day of work before the regularly scheduled 
payday. 

If a regular payday falls during an employee’s vacation, the employee’s paycheck will be 
available upon his or her return from vacation. 

All employees are expected to have a qualified bank account, which can be used for direct 
payroll deposit. 

Employment Termination 

Termination of employment is an inevitable part of personnel activity within any organization, 
and many of the reasons for termination are routine. Below are examples of some of the 
most common circumstances under which employment is terminated: 

• Resignation - voluntary employment termination initiated by an employee. 

• Discharge - involuntary employment termination initiated by the organization. 

• Layoff - involuntary employment termination initiated by the organization for non 
disciplinary reasons. 

• Retirement - voluntary employment termination initiated by the employee meeting 
age, length of service, and any other criteria for retirement from the organization. 

Maven Technologies will generally schedule exit interviews at the time of employment 
termination. The exit interview will afford an opportunity to discuss such issues as employee 
benefits, conversion privileges, repayment of outstanding debts to Maven Technologies, or 
return of Maven Technologies-owned property. Suggestions, complaints, and questions can 
also be voiced. 

Since employment with Maven Technologies is based on mutual consent, both the employee 
and Maven Technologies have the right to terminate employment at will, with or without 
cause, at any time. 





Work Schedules 


Work schedules for employees vary throughout our organization. Supervisors will advise 
employees of their individual work schedules. Staffing needs and operational demands may 
necessitate variations in starting and ending times, as well as variations in the total hours 
that may be scheduled each day and week. 

Flexible scheduling, or flextime, is available in some cases to allow employees to vary their 
starting and ending times each day within established limits. Flextime may be possible if a 
mutually workable schedule can be negotiated with the supervisor involved. However, such 
issues as staffing needs, the employee’s performance, and the nature of the job will be 
considered before approval of flextime. Employees should consult their supervisor to 
request participation in the flextime program. 

Use of Phone and. Ma[[ Systems 

Personal use of the telephone for long-distance and toll calls is not permitted. 

Employees should practice discretion when making local personal calls and may be 
required to reimburse Maven Technologies for any charges resulting from their personal 
use of the telephone. 

The mail system is reserved for business purposes only. Employees should refrain from 
sending or receiving mail at the workplace. 

To ensure effective telephone communications, employees should always speak in a 
courteous and professional manner. Please confirm information received from the 
caller, and hang up only after the caller has done so. 

Smoking 

In keeping with Maven Technologies’ intent to provide a safe and healthful work 
environment, smoking in the workplace is prohibited except in those locations that have 
been specifically designated as smoking areas. 

This policy applies to all employees, customers, and visitors. 

For employees, smoking breaks should be limited so as not to impair the customer 
service aspects of the business. Generally, no more than one break in the morning and 
one in the afternoon will be permitted. 

Overtime 

When operating requirements or other needs cannot be met during regular work hours, 
employees may be rescheduled to work overtime hours. When possible, advance 
notification of these mandatory assignments will be provided. All overtime work must 
receive the supervisor’s prior authorization. Overtime assignments will be distributed as 
equitably as practical to all employees qualified to perform the required work. 

Overtime compensation is paid to all nonexempt employees in accordance with federal 
and state wage and hour restrictions. Overtime pay is based on actual hours worked. 






Time off on sick leave, vacation leave, or any leave of absence will not be considered 
hours worked for purposes of performing overtime calculations. 

Failure to work scheduled overtime or overtime worked without prior authorization from 
the supervisor may result in disciplinary action, up to an including possible termination of 
employment. 


Use of Equipment and Vehicles 

Equipment and vehicles essential in accomplishing job duties are expensive and may be 
difficult to replace. When using property, employees are expected to exercise care, 
perform required maintenance, and follow all operating instructions, safety standards, 
and guidelines. 

Please notify the supervisor if any equipment, machines, tools, or vehicles appear to be 
damaged, defective, or in need of repair. Prompt reporting of damages, defects, and the 
need for repairs could prevent deterioration of equipment and possible injury to 
employees or others. The supervisor can answer any questions about an employee’s 
responsibility for maintenance and care of equipment or vehicles used on the job. 

The improper, careless, negligent, destructive, unsafe use or operation of equipment or 
vehicles, as well as excessive or avoidable traffic and parking violations, can result in 
disciplinary action, up to and including termination of employment. 

Equipment repairs resulting from employee action as well as traffic and/or parking 
violations may become the responsibility of the employee. 

Business Travel Expenses 

Maven Technologies will reimburse employees for reasonable business travel expenses 
incurred while on assignments away from the normal work location. All business travel 
must be approved in advance by the immediate supervisor. 

Employees whose travel plans have been approved are responsible for making their 
own travel arrangements. 

When approved, the actual costs of travel, meals, lodging, and other expenses directly 
related to accomplishing business travel objectives will be reimbursed by Maven 
Technologies. Employees are expected to limit expenses to reasonable amounts. 

Employees who are involved in an accident while traveling on business must promptly 
report the incident to their immediate supervisor. Vehicles owned, leased or rented by 
Maven Technologies may not be used for personal use without prior approval. 

When travel is completed, employees should submit completed travel expense reports 
within 7 days. Reports should be accompanied by receipts for all individual expenses of 
25 dollars or more. 




Employees should contact their supervisor for guidance and assistance on procedures 
related to travel arrangements, expense reports, reimbursement for specific expenses, 
or any other business travel issues. 

Abuse of this business travel expenses policy, including falsifying expense reports to 
reflect costs not incurred by the employee, can be grounds for disciplinary action, up to 
and including termination of employment. 


Computer and E-mail Usage 

Computers, computer files, the e-mail system, and software furnished to employees are 
Maven Technologies property intended for business use. Employees should not use a 
password, access a file, or retrieve any stored communication without authorization. 

Maven Technologies strives to maintain a workplace free of harassment and sensitive to 
the diversity of its employees. Therefore, Maven Technologies prohibits the use of 
computers and the e-mail system in ways that are disruptive, offensive to others, or 
harmful to morale. 

For example, the display or transmission of sexually explicit images, messages, and 
cartoons is not allowed. Other such misuse includes, but is not limited to, ethnic slurs, 
racial comments, off-color jokes, or anything that may be construed as harassment or 
showing disrespect for others. 

Maven Technologies purchases and licenses the use of various computer software for 
business purposes and does not own the copyright to this software or its related 
documentation. Unless authorized by the software developer, Maven Technologies 
does not have the right to reproduce such software for use on more than one computer. 

Employees may only use software on local area networks or on multiple machines 
according to the software license agreement. Maven Technologies prohibits the illegal 
duplication of software and its related documentation. 

Employees should notify their immediate supervisor, the Department Manager or any 
member of management upon learning of violations of this policy. Employees who 
violate this policy will be subject to disciplinary action, up to and including termination of 
employment. 

Internet Usage 

Internet access to global electronic information resources on the World Wide Web is 
provided by Maven Technologies to assist employees in obtaining work-related data and 
technology. The following guidelines have been established to help ensure responsible 
and productive Internet usage. All Internet usage is limited to job-related activities. 
Personal use of the Internet is not permitted. 

All Internet data that is composed, transmitted, or received via our computer 
communications systems is considered to be part of the official records of Maven 
Technologies and, as such, is subject to disclosure to law enforcement or other third 




parties. Consequently, employees should always ensure that the business information 
contained in Internet e-mail messages and other transmissions is accurate, appropriate, 
ethical, and lawful. 

Data that is composed, transmitted, accessed, or received via the Internet must not 
contain content that could be considered discriminatory, offensive, obscene, threatening, 
harassing, intimidating, or disruptive to any employee or other person. Examples of 
unacceptable content may include, but are not limited to , sexual comments or images, 
racial slurs, gender-specific comments, or any other comments or images that could 
reasonably offend someone on the basis of race, age, sex, religious or political beliefs, 
national origin, disability, sexual orientation, or any other characteristic protected by law. 

The unauthorized use, installation, copying, or distribution of copyrighted, trademarked, 
or patented material on the Internet is expressly prohibited. As a general rule, if an 
employee did not create material, does not own the rights to it, or has not gotten 
authorization for its use, it should not be put on the Internet. Employees are also 
responsible for ensuring that the person sending any material over the Internet has the 
appropriate distribution rights. 

Abuse of the Internet access provided by Maven Technologies in violation of law or 
Maven Technologies policies will result in disciplinary action, up to and including 
termination of employment. Employees may also be held personally liable for any 
violations of this policy. The following behaviors are examples of previously stated or 
additional actions and activities that are prohibited and can result in disciplinary action: 

• Sending or posting discriminatory, harassing, or threatening messages or images 

• Using the organization’s time and resources for personal gain 

• Stealing, using, or disclosing someone else’s code or password without 
authorization 

• Copying, pirating, or downloading software and electronic files without 
permission 

• Sending or posting confidential material, trade secrets, or proprietary information 
outside of the organization 

• Violating copyright law 

• Failing to observe licensing agreements 

• Engaging in unauthorized transactions that may incur a cost to the organization 
or initiate unwanted Internet services and transmissions 

• Sending or posting messages or material that could damage the organization’s 
image or reputation 

• Participating in the viewing or exchange of pornography or obscene materials 

• Sending or posting messages that defame or slander other individuals 

• Attempting to break into the computer system of another organization or person 

• Refusing to cooperate with a security investigation 

• Sending or posting chain letters, solicitations, or advertisements not related to 
business purposes or activities 

• Using the Internet for political causes or activities, religious activities, or any sort 
of gambling 

• Jeopardizing the security of the organization’s electronic communications 
systems 



• Sending or posting messages that disparage another organization’s products or 
services 

• Passing off personal views as representing those of the organization 

• Sending anonymous e-mail messages 

• Engaging in any other illegal activities 


Safety 

Employees working for Maven Technologies are required to wear insurance spec safety 
glasses and safety shoes when in the processing center. 


Drag and Ajcohol Use 

Maven Technologies is committed to being a drug-free, healthful, and safe workplace. 
You are required to come to work in a mental and physical condition that will allow you to 
perform your job satisfactorily. Maven Technologies employees may not use, possess, 
distribute, sell, or be under the influence of alcohol or illegal drugs while on Maven 
Technologies’ premises or while conducting any business-related activity away from the 
Maven Technologies’ premises. You may use legally prescribed drugs on the job only if 
they do not impair your ability to perform the essential functions of your job effectively 
and safely without endangering yourself or others. 

If you violate this policy, it may lead to disciplinary action, up to and including immediate 
termination of your employment. We may also require that you participate in a 
substance abuse rehabilitation or treatment program. If you violate this policy, there 
could also be legal consequences. 




EMPLOYEE ACKNOWLEDGEMENT FORM 


The employee handbook describes important information and policies about Maven 
Technologies, and I understand that I should consult the Operations Manager or Office 
Administrator regarding any questions not answered in the handbook. I have entered into 
my employment relationship with Maven Technologies voluntarily and acknowledge that 
there is no specified length of employment. Accordingly, either Maven Technologies or I 
can terminate the relationship at will, with or without cause, at any time, so long as there 
is no violation of applicable federal or state law. 

Since the information, policies, and benefits described here are necessarily subject to 
change, I acknowledge that revisions to the handbook may occur, except to Maven 
Technologies’ policy of employment-at-will. All such changes will be communicated 
through official notices, and I understand that revised information may supersede, 
modify, or eliminate existing policies. Only the President of Maven Technologies has the 
ability to adopt any revisions to the policies in this handbook. 

Furthermore, I acknowledge that this handbook is neither a contract of employment nor a 
legal document. I have received the handbook, and I understand that it is my 
responsibility to read and comply with the policies contained in the handbook and any 
revisions made to it. 


EMPLOYEE’S NAME (printed): 


EMPLOYEE’S SIGNATURE: 


DATE OF SIGNATURE: 





MEMO- 


TO: New Employee: Print Name: 

FROM: Witnessed/Issued by: Print Name: 

DATE: Date Received: _ 

REASON: Building Security 


Signature: 
Signature: 
Key Fob #: 


Maven is in the process of implementing a number of improved security measures. This includes the installation of security 
cameras that monitor and record the activities that take place throughout the entire facility both inside and out, 24-hours a day. 
Additionally, we have installed secure access entry points to the processing center that will restrict access to the building to only 
those individuals with security clearance. These measures have added to the existing measures that include restricted off hours 
building access, 24 hour alarm system monitoring with motion detectors, GPS tracking units on all Maven vehicles, secure lock up 
cages within the processing center and locked supply, file and server rooms within the office area. 

These widespread measures serve many useful purposes both internally and externally. Our main goal we hope to achieve by 
implementing these changes is to attract new business opportunities by separating ourselves from our competition thus helping to 
gain market share and eventually greater prosperity for the company and our employees. However, there are many other reasons 
that benefit the company as a whole. The installation of security cameras will help eliminate theft of company property and 
product by deterring any individual(s) who wish to steal from all of us, as well as help prosecute those who do attempt to steal. 

The cameras will also help improve productivity by cutting down on unacceptable work habits and time stealing. Finally, the 
cameras will help cut down on accidents and employee injury as unsafe behavior will be recorded and punished accordingly. 

The second part of the new security measures is the addition of secure access points into the processing center. These access 
points have been added to prevent any non-Maven personnel to enter our facility. This will help eliminate the possibility of our 
process from being compromised by an outside influence. Key fobs will be issued to all authorized personnel. These key fobs 
will be necessary to gain access to the processing facility. Maven policy and procedure for the use and care of these key fobs and 
the secure access points are as follows: 

• You will be required to sign a form to acknowledge that you have received and understand this memo as well as 
received your assigned key fob. Additionally, you will be acknowledging that you have read and understand the 
following guidelines for their use and care: 

You are to use only the fob that has been specifically assigned to you. 

You are not permitted to give away your key fob to anyone, nor are you permitted to allow anyone else to use your 
fob. 

You are expected to have your fob with you at all times if you are on the premises. 

You may enter the processing center as a group by only using one key fob as long as the rest of your party are 
authorized guests or are Maven employees who still have their own fob with them. 

Secure access doors are not to be prevented from closing naturally by being propped or held open by another 
individual or object. 

If you have lost or broken your key fob, a new one will be assigned to you and a $10 equipment replacement fee 
will be deductedfrom your pay. If you are ever to leave Maven either by choice or termination, you will be 
required to return your assigned fob. Failure to do so will result in a $10 equipment replacement fee to be 
deducted from your pay. 

If you have temporarily forgotten your key fob but have not lost it entirely, a spare will be issued to you on a day 
to day basis for a period of 5-business days. If it has not been located by the 6 th day, a new one will be issued to 
you and a $10 equipment replacement fee will be deductedfrom your pay. 

• Non-Maven personnel are restricted from entering the processing center unless accompanied by a Maven employee. 
The employee is expected to remain with the guest at all times (except for the use of a restroom) until the guest has 
been removed from the premises. Personal guests of Maven employees are prohibited from entering the processing 
center unless they have obtained permission from either Todd Wheaton or Ken Johnson. 










MEMO 


To: 

From: 

Reason: 

Lock Serial #: 


All Employees Employee Name: 

Human Resources Employee Signature: 

Employee Locker Room Date: 

Witness Signature: 
Locker #: 


As a courtesy to our employees, Maven would like to offer all Maven employees the use of a personal locker within our 
facility. We have decided to extend this opportunity to our employees for a number of reasons. A personal locker will 
provide you with a secure, convenient place to store personal items, apparel, footwear, and any personal or Maven 
issued tools and protective equipment. Any interested employee will be provided with a combination lock that is 
configured with a unique combination to that lock. 

However, due to the inherent liabilities of the business we are in, Maven must protect itself against theft of company 
property as well as the presence of illicit drugs. Therefore, each unique combination lock has been equipped with a key 
release mechanism. Maven will use this key to perform random, as well as scheduled, inspections of employees’ 
lockers. All official inspections will be conducted in the presence of the employee whose locker is being inspected. In 
addition, there may be random inspections conducted without the employee’s knowledge conducted by two members of 
management as well as a randomly chosen team member. These inspections will consist of a visual inspection where 
the inspector will visually examine the contents of the locker without making physical contact with any of said 
contents. Any visual inspection will be reported to the employee in writing and will consist of the date, time, inspector 
and any nonconforming issues needing to be addressed. 

Rules and Guidelines 

• Lockers are for storage and safe keeping of personal items, personal or Maven issued apparel, footwear, 
personal protective equipment, tools and equipment. 

• Use of the locker room should only be necessary prior to punching in, after punching out, or while on break. 

• Get in and get out! The locker room is not a place to hang out or talk with other employees while on the clock. 

• NO FOOD OR DRINK in the locker room or any of the lockers themselves. 

• There is to be no garbage left in the locker room for any reason. 

• There are to be no items left outside your personal locker. 

• There are to be no items stored on top of the lockers. 

• All non-Maven apparel is to be removed by the end of the week and washed before returning to Maven. 

• Any electronics equipment (excluding personal cell phones/PDA’s, iPods or MP3 players) brought into, or 
purchased at Maven, needs to be registered with management prior to entering the processing center or when 
applicable, leaving Maven. These items will be labeled and tagged as to avoid being mistaken for Maven 
equipment. 

IMPORTANT: 

• If any Maven property, be it electronics equipment, office/building/warehouse supplies, tools or any 
other item, were found without Maven consent during an official inspection, the police will be notified 
immediately and charges will be pressed. 

• Maven is not responsible for any loss or theft to the contents of your locker. It is your responsibility 
to ensure that your locker is secure at all times and the combination to said locker is kept to yourself. 

• Please notify management if you have any knowledge of someone who may have malicious intent or 
may be guilty of not conforming to aforementioned guidelines. 

• You are responsible for the contents of your locker. Therefore, you should not share a locker with 
anyone or allow any other staff member access to your locker. Additionally, you should check the 
contents of the locker on a regular basis. 












MEMO 


To: 

All Maven Employees 

Employee Name: 

From: 

Ken Johnson 

Employee Signature: 

Date: 

December 1, 2009 

Date: 

Reason: 

Theft of company property 

Witness Signature: 


Theft of company property has become increasingly more apparent as the size and scope of our 
business grows and evolves. This trend is alarming, as well as disappointing to management. Taking 
any company property, regardless of its type (electronics, office supplies, packing material, etc) or its 
perceived value, is strictly prohibited and does not come without serious consequences. Any 
employee found in violation of this policy will not only be terminated immediately, but will also have 
criminal charges filed against them to be prosecuted in a court of law. 

Theft of company property has many adverse affects on both the prosperity of the company financially 
and the prosperity of the employees who work within its walls. This type of behavior jeopardizes the 
integrity of the Maven process. Maven cannot afford to incur these types of loses considering the 
current economic climate and the competitive nature of the electronics recycling industry. 

In light of recent events, Maven has decided to implement the following policies effective immediately: 

• Any employee found in possession of unauthorized company property will be terminated and 
have criminal charges brought upon them. 

• Employees who have knowledge of, suspect, or witness any suspicious behavior that 
may/did result in theft, are expected to report this information to Todd Wheaton or Ken 
Johnson immediately. Failure to do so is considered as bad as being guilty of theft yourself 
and may be cause for termination. 

• Carrying in personal bags, excluding transparent plastic bags and thermal lunch carriers, is 
prohibited. 

• Employees are subject to random searches of your person at any time on company property. 

• Bringing personal equipment to Maven without approval from either Todd Wheaton or Ken 
Johnson is prohibited. 

• Taking home any company property, regardless of your intentions, is prohibited. 

• Access to the lock-up cages can only be granted, in person, by Todd Wheaton or Ken 
Johnson. 

Unfortunately the actions of a few have forced Maven to enforce more strict guidelines throughout our 
process. However, eliminating this problem will create an opportunity for those who have Maven’s 
best interest in mind to succeed and grow as Maven does. Thanks, 


Ken 








Authorization for Direct Deposit - Employee Form 

This authorizes_ Ter vi.i<-,/r,aiejS L-L-C- _(the ‘Company') 

to send credit entries (and appropriate debit and adjustment entries), electronically or by any other commercially accepted method, to 
my (our) accounts) indicated below and to other accounts I (we) identify in the future (the “Account"). This authorizes the Financial 
institution holding the Account to post all such entries. 

Note: Enter your company name in the blank space above. 


Account #1 

Account #1 Type (check one): □ Checking □ Savings 


Employee Bank Name 


Bank Routing # (ABA#) Account # 

Percentage or Dollar Amount to be Deposited to This Account 

Account #2 (remainder to be deposited to this account) 

Account #2 Type (check one): □ Checking □ Savings 

Employee Bank Name 


Bank Routing # (ABA#) 


Account# 


Please attach a voided check for each account here . 


This authorization will be in effect until the Company receives a written termination notice from myself and has a reasonable 
opportunity to act on it. 


Signature 


Printed Name 


Employee ID # Date 

IMPORTANT: This document must be signed by employees requesting automatic deposit of paychecks and retained on file 
by the employer. Do not send this form to Intuit. Employees must attach a voided check for each of their accounts to help 
verify their account numbers and bank routing numbers. 

Employee: Please fill out and return to your employer. Employer: Please save for your files only. 


Ver. 041708 DD 






















